
 

Customer Portal Instructions 

 

Customer should log in to their account using the Town of Leesburg web home page. 

www.leesburgva.gov 

Customers will need their account ID and CID numbers from their water bill before they can login. 

 

 

Customers can pay water and sewer bills here 
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Returning customers, click here to login 
to your account. 

New customers click here to create a login account, 
to sign up to pay bill on line, view daily consumption 
and set up high usage water alert notifications. 
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If you have an established account, use your User Name and 
Password to gain access. 
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Customer Portal Instructions 

 

 

 

 

 

 

 

 

First time users.  Customers will have to create an 
account.  Click on Step 1 to create a User ID.  Then 
link your water and sewer account to your User ID.  
Account and CID numbers can be found on your 
printed bill. 

If you do not have a copy of your 
water bill, click here and follow the 
prompts to obtain. 
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Customer Portal Instructions 

 

First time users will be directed to this page.  Create an account by completing * fields below and enter 
the unique identifier number provided.  Click Save box. 
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Customer Portal Instructions 

 

Once the above information is entered, you will see the My Account settings screen as depicted below. 

You may link other Town accounts, such as personal property, with your utility billing accounts. 

 

 

Click on (link to account) to set up your Utility Billing account.   
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Customer Portal Instructions 

 

 

When linking other accounts, you will need to enter your account ID and CID numbers in each field.  You 
can locate your account ID and CID numbers on your water bill. 

 

 

 

 

 
 

CLICK ON UPDATE after the 
information is entered.  
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Customer Portal Instructions 

 

You will be directed to this screen and you will see the link to the utility billing account, with your 
account number listed.   

 

 

Click on Citizen Self Service  
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Customer Portal Instructions 

 

 

Click on your account/CID number listed Under Utility Billing Accounts.   Wait for the screen to change.   
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Customer Portal Instructions 

 

 

 

Click on manage bills  

Wait for processing.   
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Customer Portal Instructions 

 

 

 

You may pay your water utility bill from here.   

 To view your daily consumption details from another screen, click on account details. 
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Customer Portal Instructions 

 

 

You possibly will receive an error message if you have your web browser pop up blocker on.  The 
browser will not let you view daily usage. 

You will have to either click yes at top of web page if prompted, or turn off pop up blocker in your 
browser settings. 

 

 

 

 

Click on view daily 
usage  
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Customer Portal Instructions 

 

You will be redirected and a new internet tab will open 

 

 

You have options to view your consumption in daily, monthly, or yearly increments. 

To sign up for our High Water Usage Notification alert, please click on My Notifications yellow box in 
upper right 

Please note:  There is currently a 48-hour interval between usage and the reporting features available 
for viewing and notifications through the Customer Portal.  If you need more recent consumption, 
please contact Customer Service at (703) 771-2701. 
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Customer Portal Instructions 

 

After clicking the My Notifications box, you will be directed to another screen where you will enter your 
notification threshold (i.e. 100 represents 100 gallons per day).  You have the option to receive your 
alerts via email or text message when your consumption is beyond your designated threshold. 

Enter your information and click the Save box.  

The alert is schedule to send at 11:00 a.m. each day.  If you no longer want to receive the alert, login, 
click the Suspend box and then the Save box. 
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Customer Portal Instructions 

 

Close the view daily usage page and then you can log out of your account.  In upper right, click Log Out. 
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